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Chief, Yenspement Stalf

Travel idvances to Headguarters Staff Employees traveling to the
Pisld on 1LY

PROBPIEN:

Te provide a method for reducing the nusber of "Hotifisations of Trans~
far of Funds or Accounts® (7/i's) being received Yy Pinance “ivision from
fisld statione and to expedite the clearing of travel sdvance accounts.

PACTS BRARING OB THE PROBIEMs

Approxinetely H&t&ﬁ Employees travel to the fisld (T0Y) from
Headguarters each manth,

Practically all of these travelers obisin travel sdvances &t Headguarters
prior to leaving and many of these cbiein additional advances im the
fi0ld from various stations throughout the world.

The stcopntebility for these fleld advances mupt ba transferred to
Headguarters ty s "Hotification of Tranafer of Funds or icoounts™ (1/2).
Upen recelpt of the 7/b by Beadquarters, the svcount of the travelsr

is eharged,

Most field T/i's are sent to Headquerters by dispsteh. In zmany cuses as
much a3 60 %o S0 deys clspse before they sre recelved hy Tinsnce Tivision.

In neny cases, the traveler, after returning to Hesdguarters from the
field snd presenting his voucher, requeste Finsnce Iivision to sdvise
binm a8 to the stelus of his account, GSince Pinance T'ivision iz msble
to ascertaln how much momey has been sdvenced to the Yraveler ty field
stations, they camnot comply with this request. Should the traveler bve
abls to inform Pinence Divisien of the verious advances made to him in
the field, theses cannot be verified until sufficient time hes elapsed
for all T/k's to bs received.

Instances have occurred where the traveler setiled his sccount and sub~
sequently been informed that he owes an additional amount. 7This situs-
tion arises when & 7/ is received from one of the field stalions afier
an apparent setilement has been mede,

The present procedure for processing T/a's place s substantial sdminis-

trative burden on both Finence Division and the varlous 2res Divisions

ID/E. (i@ ormn t3tion to BRI to Area Livision to Finance ji'ivision)
@j@%ﬁ?& Bh

( ﬁRDP78-05252A000300070091-9



3.

L

b

Sa

d.

L.

£

k.

k.

e

| SECRE1
Approved For Release 2001/03/22 : g1A-RDP78-05232A000300070091-9

DIBCUSS 10K

gvidences of credit or cash equivalent instruments, which sye non-nego~
tiabls until countersigned Wy the individual to whom {igsued, are in daily
use by business travelers, These ere Lettere of Credit snd Trevelers
Cheques issued by the Anerican Rallway (xpress Company and many large
venking institutions,

*hie techrique can be sdapted to Agency use snd therelty eliminate ihose
v/hts resulting from !eadquarters Staff Lmployees traveling to the
fisld on TIY.

4 cash equivalent "Chid" can be designed and issued by Finance Tivision
20 the traveler prior io his departure. Thess "Chits® would cerry an
amount designation and a serial musbher. For sscurity purposes, they
sould be designed in amy sterile form, even to the extent of sppearing
to bs & strset cer pess or & heok of chances.

these "Chits" would be issued by "istursing Offivers of *onetary Tranch,
Finsnoce Division upon the same suthority needed for cash sdvenges, Con-
trel would be exercised by recording the serisl numbers of the *Chits”
ispued, The advencs sccomnt of the individual would be inttially
debited with the amount of cash and "Chits® issued to him.

dpen srrival et a fisld statien, the traveler would cash a "Chit® by

signing his nsme across the face of ii, and properly identifying his-
seif. The finance officer of the station would redeem the "Chit® by

giving the treveler the spscified cash. Thereafter, it would be re~

garded as cash insofsr ss the station accounts are concerned.

411 *Chits® cashed by a station cduring any partlculsr menth would be
returned Lo Deadguarters with that month's station sccounting. Finance
pivision would then credit the statiom in the sameé mamner us if it were
peturning cssh and make balmncing entries to the chit account.

Upon return ef the traveler to TUeadguarters, he would turn in his umused
#Chits®, receive the appropriste credit, present his voucher, snd setile
his sceount.
Showld the treveler lose his *Chits®, he would advise the next statien
visited, whish iz turn would notify Headguerters. Upon the travelers
return te Headqusrters, he would exccuts sn Taffidsvit of loss™.
CONE LIS TONS s

L 4

The sbove technigue would reduce the nusber of T/i's now being received
by Hesdquarters snd thereby reducs the Adminlgirative turden of both
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Finsnce Division and the various Area livisiess DD/P., It would also ex-
pedite » more immediate clesring of travel advance sccounts (See [xaample
Tsh A). Approximately 200 T/A's per month originate from this source.

B, If desirsble, the issusnce of these "Chits" could he extended to field
stations »% a later date, thersty further redueing the mumber of "Noii-
fication of Tramsfers of Punds and }ceounta®,

e+ Although maintenance of a control sceount for *Chits® would require a
small additionsl expenditure of menpower, the overall decrespe in the
Administrative burden would more then compensete for this expenditure,

S, RECOMMIEUATIONS:
8. It is recommended that:
(1) Procedures, forme, and proposed regulations be prepared so that
© *CEts® mey be lssued to ell Hesdguarters Staff imployees traveling
to the field on DY,

{2) The smount of such "Chits" to be for that portion of the suthorized
trevel sdvance desired by the traveler.

{3} Contrel records of maid "Chit socount® to be maintsiped by Yometexy
Branch, Finsnce Divisien.

(L) after installstion of Sa{l) sbove, sush plan be reviewsd for possible
spplicstion to field pereomnel treveling to Meadguarters on T01Y.

Lanelosure
Tad &4 - Example
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